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JAI LER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses entrance | evel positions in the jail, the
primary duties of which involve the custody and supervision of
det ai nees and inmates and the security and nai ntenance of the
jail facility and operations. Enpl oyees of this class are
responsi bl e for booking and processing arrestees, supervising
inmate activities, and maintaining records, equipnent and
supplies for the jail. Incunmbents receive specific instructions
for nmost duties, but my work independently in certain
desi gnated areas. Jailers report to and have work revi ewed by
t he Assistant Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Perfornms booking procedures for inmates in accordance wth
establ i shed procedures, including reading the inmate his/her
ri ghts, securing personal property, fingerprinting and
phot ographi ng i nmate, and conducti ng searches for contraband.
Determi nes inmate cell placenent within jail facility, and
pl aces inmate in isolated or grouped cells as needed. Receives
identification information on arrestees, such as name and
address, date and tinme of arrest, charges, and name of arresting
of ficer. Maintains such records in accordance with depart nent al
pr ocedur es.

Supervi ses i nmates and nonitors the operation of the jail on an
assigned shift by perform ng duties necessary for the proper
feeding, <clothing, safety and general health of inmates.
Supervi ses and provi des necessary assistance for inmates during
ti mes of meals, baths, and exchange or distribution of clothing.
Acconpani es or transports inmates to outside facilities using
departnental vehicles. Monitors inmtes during visitations and
recreational or rehabilitation activities. Notifies supervisor
of need to call a physician or calls a physician if inmate needs
medi cal attention. Assi sts nurse or physician in providing
medi cal care to inmates and adm ni sters nedicine as directed.
Provi des energency nedical care by adm nistering first aid and
CPR, as may be necessary. Hears inmate grievances and counsel s
i nmat es.

Makes periodic i nspections of the jail facility and equi pnent in

order to maintain jail cleanliness and security. Personally
perforns or supervises i nmates who performfacility maintenance
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duti es. Tours total jail area, accounting for all inmates
present, checking on special or isolated inmates, and conducti ng
sear ches for contraband. | nspects packages and mmil, and

screens visitors according to established policy. Prevents or
controls fighting or other disruptive behavior, using weapons or
restraining devices when necessary. Di sciplines inmtes for
violations or infractions of rules. Operates security devices.

Conpletes and files all fornms and records of jail activity or
other related matters as required. Retrieves fornms and records
as needed. Reviews records of previous shift activity. Wites
reports as directed.

Organizes and mintains the inventory, pur chasi ng, and
di sbursenent of supplies and equipnent for the jail in
accordance with departnental policy. Inspects facilities and
makes m nor repairs as needed. Reports or arranges for needed
repairs and maintenance of jail facilities and equipment.
| nspects equi pnent after repairs are conpleted to ensure proper
wor ki ng condi ti on.

Participates in all training directed by the departnent.
St udi es assigned material relating to regulations, policies or
| aws, and follows witten or verbal instructions from

supervi sors.

Pronotes a positive public imge of the work of the police

departnment in the daily performance of duties. Recei ves
tel ephone calls and answers inquiries about jail operations.
Handl es conplaints from the public. Coor di nates work of the

departnment with rel ated agencies. Conducts tours of departnment
facilities.

Perfornms any rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be nmet by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physi cal
fitness sufficient to perform the essential duties of the
position, with or without accommdati on.

Must present docunentation indicating, at a mninmm that the
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applicant has nmet the mnimum high school graduati on
requi rements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awarded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess a valid driver’s license.

Must not be | ess than eighteen (18) years of age.

EU 11-24-09



